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Section A: Process for Accessions

Al

Introduction

A.2. Accession

Process

This section describes the process for accessitresaccession process
depends on communication betweenrttember, unit, and SPO to ensur
a smooth transition into the Coast Guardis process is broken down int
steps based on what needs to be completed and who is responsible.

This process is for prior service members who report directly to

their new unit vice attending indoctrination at Cape May.

This is the process:

Step

Who
Does It

What Happens

Date

Member

The Unitmustassist the Member in completing the following:

T
T
T
T
T
1
1

DD Form 2058 State of Legal Residence Cetrtificate
IRS W4 Form

Appropriate state tax withholding certificate

Direct Deposit information
CG-2020D(Designation of Beneficiaries)
CG-2020 (Dependency Worksheétinember has dependen

DD-11722 (Application forUniformed Service Identificatior
Card)

DD-1173(Uniformed Service Identification and Privilege
Card)if member has dependents

CompletesSGLV-8286 if not electing default coverage or
Aby | awo

CompletesSGLV-8286A (if member is married

TSP U-1 (if member desires to participate in )SP

TDP Enrollment Forngif member has dependents & desire
to enroll them in the TRICARE Dental Plan)

DD 2366(Montgomery Gl BI Election Form)if member is

eligible to enroll in MGIB
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http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
https://www.irs.gov/forms-pubs/about-form-w4
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http://www.dcms.uscg.mil/ppc/pd/forms/
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https://tricare.mil/FormsClaims
http://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd2366.pdf
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1 CG-5102(Officer Uniform Allowance Claim Worksheet)r
eligible officers

Unit Assiss themember in completinthe PCS Reporting Workshee
(CG-2005)andforwards to the SPO with other related forms
from Stepl

SPO

Creates PDRind establishes DR
SubmitsDirect Accesgdransactions:

U Applicant Data

U Contract Data

U Hire Applicant

U Employee Tax Data Information

U Payment Option Election (Non S&bervice)
0 Family Members/Dependents

U Emergency Contacts

U Servicemember s6 GGGb)Electidni
U Family SGLI(FSGLI) Election

U Entitlements

Table 3-1 Accession Process

For members who are changing components of the Coast Guard
with no break in service, the SPO must ensure that a separation
transaction in Direct Access has been completed and approved on
the member prior to transmitting accession (rehire) transactions.
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Section B: Types of Accessions

B.1. Introduction

This section describes the different types of accessfanaccession is the

process of establishingay and personneécords when a member comes
on Active Duty. There are several ways to be accessed and several p

where members can be processed.

B.2. Types of This table describehetypes of accessions and identiftee processing
Accessions points.
Type Description Processing
Point
When an officer comes from the civilian sector or other CG
Direct military service (not in Direct Access) and is processed Recruiting
C i through Direct Commissio®fficer (DCO) course before Command
ommission , o .
departing for their first unit.
When an officer is a current Active Duty/Reserve compong Responsible
member and reports directly to their first unit prior to atteng  SPO for
the DCO course. designated
unit
This is done IAW Decision Memo: Policy Change to Central Accessior]
NOTE: || point for Direct Commission Officer (DCO) Civilian Hires, dated 19
September 2018.
Cadet When a Cadet graduates from the Academy and becomes CG
Graduates | officer. Academy
Cadet When a Cadet reports to the Academy. CG
Academy
Former | Non-Prior service cadets whose appointment is terminated CG
Cadet with g their junior or senior year are assigned to the Coast Guard Academy
Reserve | Reserve SELRES Transition Pool for 59 days and
Obligation | subsequently assigned to either the IRR or a drilling unit tg
complete their military obligation.
Prior When an enlisted member comes from another service anf TRACEN
Service | attends Basic Training. Cape May
(other than v b from prior CG or CG R d -
DCO) en a memberomes from prior CG or eserve and | Responsible
reports directly to a unit without going through basic trainin  gpo for
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. . . designated
This includes members who are being discharged from unit
the Active Duty component of the Coast Guard to be
immediately accessed into th®esene component othe
Coast Guard and vice versaThe servicing SPO losing
the member must submit the discharge transaction in
Direct Access and accession transaction within 24 hourg.

When a member reports directly to the Individuaa&Re Servicing

Reserve (IRR). SPO

If the member enlists in theeRerves and attends Cape May| TRACEN

aDirect Enlisted Petty Officefraining (DEPOT student. Cape May
Recruits | When an enlisted member goes to basic training before TRACEN

departing for theifirst unit. Cape May

Table 3-2 Types of Accessions
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Section C: Recalled Retired Members

C.1.Introduction

This section describes the process for recalling retired members. The

Commandant may direct that a retired member be recalled to Active C
The automated process to recall a retire&diove Dutywas not
programmed in DA 9.1Contact the Personnel Service Center (PSC) fo
guestions about this topic.

C.2.Process This table eplains the process for recalling retired members.
Step Who Does It What Happens
1 PSC |l denti fies the need for a n
2 Member Submits an official request for recall via CG memo.
3 PSC Panels the request for approval.
1 If approved, contacthe member and creates recall orders
using the PCS module in Direct Access.
1 Forwards a copy of the recall memo to P&y (to have
retired pay suspended.
4 PPC (ras) Upon receipt of memo, suspends retired pay.
SPO 1 Before processing the PCS ordemssurs the Retirement
with Pay Job Data row was built for the retirement. A
Retirement with Pay row MUST exist before processing {
PCS recall orders.
1 Processsthe PCS recall orders.
1 Approves the PCS recall orders.
1 Verifies the Rehire Job Data rowhsilt.
i Starts other pays and entitlements.
6 PSC - :
1 Upon completion of the Recall period, esteand approvea
Separation Authorityvhich will generate Resume
Retirement orders Direct Access.
1 Forwards a copy of the Separation Authority to PPC for
resumpion of retired pay.
7 SPO Completes the Resume Retirement orders.
8 PPC (ras) | Removes suspension of retired pay.
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Table 3-3 Recall from Retirement Process
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Section D: Separation Processing Classification

D.1. This section describes the separation processing classificaéparations

Introduction are classified aBxpedited or Routine. Expedited separations are those
separations that must be processed in less3balays and require PPC
(sep authorizationRoutine separations are separations that can be
processed in excess of 30 days.

D.2.References (a)Military Separations, COMDINST M1000.4 (series)
(b) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

(c) Certificate of Release or Discharge from Active Duty,-BT,
COMDTINST 1900.4 (series)

(d) Identification Cards for Members of the Uniformed Services, Their
Eligible Family Members, and Other Eligible Personnel, COMDTIN
M5512.1 (series)

(e) Pesonnel Security and Suitability Program, COMDTINST M5520.1

(series)
D.3. Use this table to determine the classification of separation:
Classification
Table

| f the Separation i Then use

due to misconduct arttie unit commanding officer desires rapid| Expedited
administrative action

not due to misconduct, but rapid administrative action is requir¢ Expedited

Note: The unit CO/XO/Admin Officer must request immediate separation processin
by contactingthe PPC (sep) Branch Chief at 785339-3551.

forReserve members disenrol | i n Expedited
candidate school, or other training progsam

due to unsatisfactory performance Expedited

due to unsuitability Expedited

due to physical disability Expedited or Routine
directed byPSCfor urgent reasons Expedited or Routine
under normal circumstances Routine

Table 3-4 Separation Classification
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https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
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Section E: Request for Expedited Separation

E.1l.Introduction  Thissectionexplains the process for requesting an expedited separatic
Expedited separations require up to 7 bessndays for processing after
PSCapproves the separation request (posts the orders on the airport
terminal) Coordination between the wi@iommand, SPO and PPS&f) is
required to determine a feasible expedited separation date due to the
payroll cycle.

Expedited separations are often due to misconduct or unsatisfactory
performance. If a separation is not due to misconduct or unsatisfactor
performance (would normally be processed as a routine separhtion)
rapid administrative action is required, commands (CO/XO/Administra
Officers) may request expedited separation processing by contding
PPC(sep Branch Chief at (785) 338551

Requests to change the termination date ofRSCapproved
separation request to a later date must be made ®SC (epm-1) for
enlisted personnel oPSC (opm-1) for officers.

E.2.Procedures Here are thenocedursfor requesting an Expedited separation

Step Who Does It What Happens

1 PSC 1 Approves separation and generat@paration request in
(epm/opm/rpm)| "~ pjrect Access.

1 Emailsapproved separation requesutut.

2 Unit 1 Ensurs member is physically qualified for separation.

Contacs PPC 6ep BranchChief if separation is not due to
misconduct or unsatisfactory performance.

1 Advises P&A Office of request for expedited processing
with requested separation date.

3 P&A Office Send draft Expedited separation processamgailto SPO.

4 SPO Send expedited separation processergailto PPGPF
SEP@uscg.milising theformat provided irFigure 31.

Email must be routed through and released by the SPO

NOTE:ll chief (with ABy directiongd
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5 PPC(sep) |Upon r ecei pEmaibdmerdbeparaBoR @guest
Advises SPO of separation request amendment.

6 SPO and P&A | ProcesssseparationAW discharge procedures.
Office

Table 3-5 Procedures for Requesting an Expedited Separation

E.3.Email Use the following format to request expedited separations.
Format for

Expedited

Separations

From: SPO Supervisor

To: PPC-PF-SEP@uscg mil

Ce: Unit POC

Subject: REQUEST FOR EXPEDITED SEPARATION FOR (INAME/EMPLID) . USCG(R)

Reference (A): PSC{OPM/EPM) separation authorization approved YY ¥ Y MMDD
1. Requested Date of Separation: YY Y YMMDD
2. PSC approved separation date: YY Y ¥ MMDD

3. SPD Code: XXX
The COXO/Admin Officer must call the Separation Branch Chief for expedited separation requests unless the member's SPD
code ends with one of the following two characters:

FS FU JA JB IC 1D JE KA KB ED KF KK EL KM EN KQ NC

4. List anv pay adjustments not reflected in Direct Access (reduction in rate, forfeiture, lost time). If there are no pending
transactions, state “None.”

5. 5PO Point of Contact (hame and phone number)

Figure 3-1 Email Format for Requesting Expedited Separations
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Section F: Separation Processing (RELAD, Discharge, Retirement)

F.1.Introduction  Thissectionexplains separation processiggparation processing depen
on close communication between all participaihisiely processing of all
Direct Access data entry is essential to provide the member a smooth
transition and to ensure separation payments ackeroonsistent with
applicable directives.

The separation order shall be approved by the SPO data entry/appro\
cutoff date fothepay cal endar of the memt
Terminal leave must be entered on the separation order.

SPOs mustensure Gareer Sea Pay (CSR)Career Sea PayPremium
(CSPP) OCONUS COLA and Special Duty Pay E§DP) are manually
stopped upon the memberlAV reférenpea r

(b).
F.2.References (a)Military Separations, COMDTINST M1000.4 (series)
(b) Coast Guard Pay Manual, CAMINST M7220.29 (series)
(c) Transition Assistance Program, COMDTINST 1900.2 (series)

(d) Certificate of Release or Discharge from Active Duty,-DTA,
COMDTINST 1900.4 (series)

(e) Coast Guard Personal Property Transportation Manual, COMDTIN
M4050.6

(f) Personnel Security and Suitability Program, COMDTINST M5520.1
(series)

(g) Government Travel Charge Card (GTCC) Program Policies and
Procedures, COMDTINST M4600.18 (series)
(h) Joint Travel Reqgulations (JTR)

(i) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

() Identification Cards for Members of the Uniformed Services, Their
Eligible Family Members, and Other Eligible Personnel, COMDTIN
M5512.1 (series)

F.3.Separation  Use the following checklist to process all separation types. It should b

Checkilist used abng with the checklists fdRelease from Active DutyRELAD),
Dischargg/Active/Reserveand Retirement, as appropriate.
Step Who Does It What Happens
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https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2017/Mar/06/2001707840/-1/-1/0/CI_1900_2A.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/24/2001721542/-1/-1/0/CIM_4050_6.PDF
https://media.defense.gov/2017/Mar/24/2001721542/-1/-1/0/CIM_4050_6.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://www.defensetravel.dod.mil/site/travelreg.cfm
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
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Unit

IAW reference (a), compledg@re-discharge interview 6
months prior to separation date. If member is recommen
and eligible for reenlistment, complet€G-3307 entrySER
07A.

If member is not recommend and/or not eligible for
reenlistment, completdocumentation as required (€G
3307 entrySERQ7B, SER07C, or SERQ7D.

IAW reference (a), ensusenember is physically qualified
for separation.

P&A Office

IAW reference (c), ensures member receives Transition
Assistance Program counseling.

T

1 For all members eligible/recommended for reenlistment:

Forwards the following to the SPO:

Service Member Pr8eparation/Transition Counseling ang
Career Readiness Standards eForm for Service Member
Separating, Retiring, Released from Active DD eForm
2648). This form replaced DE2648 and DBE2648 1.

Upon notification that the member has completed TAP
counseling, entera Direct Access Training file update usir
School Code 500650

Notifies the PSC(epm/opmrpm) assignment officer at leas
6 monthspriot o t he date of sepa
intention to separate.

U Notifies theCoast Guard Recruiting Command
(CGRCQ) In Service Transfer Teg®TT) (email:
CGR-SMB-ISTT@uscg.milPhone: (703) 235
1731) of member 6s pre
Selected Reserve Unit or Individual Ready
Reserve (IRR)Includest he me mber 6
and phone number following separation.

U For members who desire to affiliatetinthe
Coast Guard Reserve or have a remaining
military service obligation, counsghe member
on their obligation and completthe appropriate
page 7 entryAT-10A for Assignment to IRR
AT-10B for Assignment to ISIAT-10C for
Assignment to AS] AT-10D for Assignment to
SELRESor AT-13 for SELRES Affiliation
Deployment Deferment Waiver
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http://www.dcms.uscg.mil/ppc/pd/page7/
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U Members who affiliate with the SELRES
component of the Coast Guard Resdoll®wing
RELAD, who are also on a published Active
Duty SWE advancenr eligibility list by their
separation date, may submit a request through
their Commanding Officer/Officer in Charge to
be placed on the current RSWE in effect, or th
Reserve advancement eligibility list the followir
1 January after their RELAD. Requsshay be
sent to CG PPCfV) via online trouble ticket or
via email toPPCDG-CustomerCare@uscg.mil

Unit

Completas follow-up interview at 3 months prior to separation
date.

P&A Office

T

Assiss member with completing
U Career Intentions Workshe@G-2045),
U PCS Departing/Separation WorkshggG-2000, and

i PCS Entitlements Workshe&l G-2003.

Send worksheets to SPO at least 60 days prior to the
separation date.

SPO

If member desires relocation at time of separation, intest
following statement in the order notes as line i&m
AMember plans to relocate
address will be (enter complete address and city,
state/ country). o

Follows the procedursin Chapter3, SectionJ of this
publicationif member does not desire relocation at time o
separation

Entess and approveseparation transactisto includethe
DD-214 and separation orders.

Forwards theDD-214worksheetind separation orders to
P&A Office.

P&A Office

Ensures member schedules appointment with servicing
transportation office to arrange shipment of household
goods.

Prepare appropriate separation letter(s) fr&@action 3N of
this publicatiorand completeapplicable C&3307 entries.

Chapter 3: Accessions and
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Delivers DD-214 Worksheet,eparation orders and letters {
member.

Ensuras member receiveacopy of theThrift Savings Plan
(TSP) Withdrawal Packagethey have a TSP account

Verifiesentes final mailing address in Direct Access.

Instrucs member to update mailing address in Direct Acc
following separation if member relocates any time in the
months following separatioifhe mailing address in Direct
Access i s used IIRS&Fomaw2l t h

In accordance with reference (h), counseésnber on
separation travel.

Provides member with preaddressed envelope to mail trav
claims and original separation travel artle PPC {vI).

IAW reference (j), instrustmember to return Common
Access Card (CAC) and dependent ID cards to the neare
RealTime Automated Personnel Identification System
(RAPIDS) facility upon date of separatiofhe nearest
RAPIDS facility can be located at the following website:
https://idco.dmdc.osd.mil/idco/#/

Provides member with travel claim form(s) and instruction
for completion. Instrustthe member on the procedure to
reenroll in direct deposit after the effective date of separg
by completing the @line Electronic Funds Transfer
Application at Enrollment Form

This is necessary even i f
NOTE: information doesndét changsgdg
“ || thetravel payments y st em i s purged ¢
current EFT information upon separation.

Unit T IAW reference (j), clecsme mber 6 s CAC a
ID cards if departing on date of separation and return to
nearest RAPIDS facility.

1 1AW reference (g), ensis&overnment Travel Charge Cal
is turned into coordinator for cancellation.
Conducs Final Termination Briefing.
1 [IAW reference (i), forwarslUnit-PDR.
SPO

IAW reference (i), disposef Unit, SPO and MED PDRs.
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T

IAW reference (d)givesoriginal DD-214 to membebefore
they depart the unit

F.4.RELAD

Checklist

Table 3-6 Separation Checklist

Here is a checklist ofdgitional items when releasing a member from

Active Duty:

Step

Who Does It

What Happens

1

P&A Office

Notifies theCoast Guard Recruiting Command (CGRC) Ir
Service Transfer TeafhSTT) (email: CGR-SMB-
ISTT@uscg.milPhone: (703)238 73 1) of me
preferences in regards to a Selected Reserve Unit or
Individual Ready Reserve (IRRhcludest he me mb
address and phone number following separation.

For members who desire to affiliate witie Coast Guard
Reserve phave a remaining military service obligation,
counse$ the member on their obligation and compsete
appropriate page 7 entrixT-10A for Assignment to IRR
AT-10B for Assignment to ISIAT-10C for Assignment to
ASL, AT-10D for Assignment to SELRES AT-13 for
SELRES Affiliation Deployment Deferment Waiver

Members who affiliate with the SELRES component of th
Coast Guard Reserve following RELAD, who are also on
published Active Duty SWE advancent eligibility list by
their separation date, may submit a request through their
Commanding Officer/Officer in Charge to be placed on th
current RSWE in effect, or the Reserve advancement
eligibility list the following 1 January after their RELAD.
Requets may be sent to CG PP&d{) via online trouble
ticket or via email t&?PCDG-CustomerCare@uscg.mil

RELAD

If the Thené
me mb e r

Jan 1Jul 1 | Member will be placed on current published
RSWE list. Member may patrticipate in the
upcoming October RSWE if eligible, but

cannot be placed on a future list if the mem
can sit for that exam.*

Jul 2Sep 1 | Occasionally, some members will RELAD
during the period to validate RSWE PDEs
(July 27 September 1 ofvery year). As a

result, Direct Access may create an eligible
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Active Duty SWE PDE for members now in
the Reserves. This must be brought to the
attention of PPC (adv) for manual correctio
to reflect an eligible RSWE PDE. The
member must work with theiespective P&A
staff to ensure their Active Duty PDE is
corrected to reflect eligible for the RSWE. I
this is not completed by September 1st, the
member will neither be eligible to sit for the
October RSWE, or eligible to transfer their
Active Duty SWE scre to the October
RSWE list once published. PPC (adv)
receives similar errors every year and
counsels commands o
ineligibility to sit in the upcoming exam.*

Sep 2Dec 31 | Member has the option to be placed either

the current RSWE list arn the future list to
be effective January 1 of the following year
This is due to the member entering the
SELRES after both the RSWE SED (July 1
and the RSWE PDE correction date.*

NOTE:

For all scenarios above, PPCadv) is responsible for recalculatingtheir final
multiple from their last Activ e Duty test, validating their eligibility for
conduct, competencies, etc, anplacing the member accordingly on the
corresponding RSWE list.

CGRCISTT

Upon reeipt of the notification, a CGRISTT
representative will contact the member to discuss assign
options and answer queastis about participation in the
Reserva.

If anagreement is reached on an assignment to a billet i
SelectedR serve, CGRC | STT wi l
serviang SPO with the information neededdompletethe
assignmenprocess

P&A Office

Coungls member on assignment to thed@rve component,
Completes CG-3307 entrySER10 and one of the following
entries as applicable to
status/AT-10A for Assignment to IRRAT-10B for
Assignment to$L, AT-10C for Assignment to ASIAT -
10D for Assignment to SELRES AT-13 for SELRES
Affiliation Deployment Deferment Waiver
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T

Updates thebank account informatiofif needed)n Direct
Access if the member will be assigned to a drilling status
after separation.

For RELAD to SELRES, instrustnember to exchange
Active Duty CAC and dependetd cards for new ID cards
at the nearest RAPIDS facility upon date of separaifibs.
nearest RAPIDS facility can be located at the following
website:https://idco.dmdc.osd.mil/idco/#/

Assissthemember with Continued Health Care Benefit
Program if desired.
(https://tricare.mil/Plans/SpecialPrograms/CHQGBP

NOTE:

Premiums for SGLI/FSGLI coverage will continue to be
deducted for members wio affiliate with the SELRES.
This can result in a significant debt if the member does
not intend to perform regular monthly drills following
RELAD. Members who desire to terminate/reduce
coverage will be required
heal t ho entd thay desie to reinstate/increase
coverage at a later date.

F.5.Discharge

Table 3-7 RELAD Checklist

Here is a checklist ofdalitional items whemlischarging a member from

Checklist Active Duty:
Step Who Does It What Happens
1 SPO If desired forPSCissued separation, requeEixpedited
discharge following the procedwia this publication
2 P&A Office

T

If member is authorized Disability Severance Pay or
Separation Pay, compgtamount payableAW Chapter 10
of reference (b)Provides SPO with computed amount for
DD-214 entry.

Complets CG-3307entry SER21 (Acknowledgement of

Separation Pay & Recoupment from Retired Pay) entry f
any membereceiving Separation Pay and send a copy to
PPC éep via email toPPCPFSEP@uscg.mil

If member is being discharged under other than honorab
conditions, completes a C&307 entrySER27 (Other Than
Honorable Discharge and VA Benefits).

For members being sepamt®r normal end of enlistment:

Chapter 3: Accessions and
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U Notifiesthe Coast Guard Recruiting Command
(CGRCQ) In Service Transfer Tea®TT) (email:
CGR-SMB-ISTT@uscg.milPhone: (703) 235
1731) of member 6s pre
Selected Reserve Unit or Individual Ready
Reserve (IRR)Includest he me mber 6
and phone number following separation.

U Formembers who desire to affiliate withe
Coast Guard Reserve or have a remaining
military service obligation, counsghe member
on their obligation and completthe appropriate
page 7 entryAT-10A for Assignment to IRR
AT-10B for Assignment to ISLAT-10C for
Assignment to ASLAT-10D for Assignment to
SELRESor AT-13 for SELRES Affiliation
Deployment Deferment Waiver

CGRCISTT

Upon reeipt of the notification, a CGRISTT
representative will contact the member to discuss assign
options and answer queastis about participation in the
ReservgThis does not apply to SELRES members)

If anagreement is reached on an assignment to a billet ir
Selected Rserve, CGR | STT wi |l |l prov
servicing SPO with the information needed to effect the
assignment.

SPO

For members discharging with immediate enlistment in the
Coast Guard Reserve, compketiee USCGR Enlistment
Contract DD-4/1), effective the day follomg discharge from
Active Duty.Forwardt o me mber 6 s SELRE
administration of the oath and signature.

P&A Office

T

For members discharging with immediate enisit in the
Coast Guard Reservepunselsnember on assignment to tk
Reserve component. ComplsteG-3307 entrySER10and
one of the following entr
Reserve Componestatus/AT-10A for Assignment to IRR
AT-10B for Assignment to ISIAT-10C for Assignmentat
ASL, AT-10D for Assignment to SELRES AT-13 for
SELRES Affiliation Deployment Deferment Waiver

Updates the bank account informatiofif needed)n Direct
Access if the member will be assigned to a drilling status
after separation.
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1 Assissthemember with Continued Health Care Benefit
Program if desired.
(https://tricare.mil/Plans/SpecialPrograms/CHQGBP

T For member 6s affil i amambegto
exchange Active Duty CAC and dependent ID cards for 1
ID cards at the nearest RAPIDS facility upon date of
separation. The nearest RAPIDS fagiliin be located at th
following website:https://idco.dmdc.osd.mil/idco/#/

1 Complets appropriate discharge certificate and forveaod
memberDownload the certificatesy copying this link into
theweb browser:
https://cglink.uscg.mil/DischargeCertificat€3ontact PPC,
via email apppcpf-pd@uscg.mito requesthe password to
the discharge cefitates zip file.

1 Forwards Honorable Discharge Button (if applicable) to
member.

Table 3-8 Discharge Checklist

F.6.Retirement  Here is a checklist ofdalitional itemdor Active Duty retirements:
Checklist

Step Who Does It What Happens

1 P&A Office | ¢ Pprovides the member with the PPC (ras) Retirement Pac
(http://www.dcms.uscg.mil/ppc/r§s The Retirement
Package contains forms and worksheets necessary for
establishing the member ds

1 If the member served in a branch of service other than th
Coast Guard, instructs member to request SOCS from P
(adv) as soon as possible. It can tak€48nonths to obtain
a SOCS.

1 If the member has Resesviexperience, instructs member
request a points statement from PPC (adv) as soon as
possible. It can take 134 months to obtain a points
statement.

2 P&A Office 1 Assiss member in completing the following forms found
within PPC6s Retirement P

U CG470Q Coast GuardRublic Health ServicedPHS &
National Oceanic and Atmospheric Administration
(NOAA) Retired Pay Account Worksheet and Survivo
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Benefit Plan Election (including supporting
documendation).

0 Only use Form C&1700 dated 12/17 or later.

o Do not make strik@uts, corrections, or erasures;
doing so invalidates the form and a new one will
have to be completed and provided.

o If member is married, schedsla meeting with
member and spouse toraplete theCG-4700
specific to the Survivor Benefit Plan Election secti

o Section Il Pay Delivery: Ensure banking informatiq
is complete/correct.

o Section VII: If member is married and SBP is
declined or elected at a lower amount, Spouse
signature is required and must be dated the same
later than the date member signed; also, must be
notarized. IfSBP Spousal Concurrence is not
required, the matels may be scanned andrailed
to PPGDG-RAS@uscg.mil.

0 Section X:
A Member must sign and date;
A Witness cannot be related to member; &

A Date of witnes
r

0s
same as membe S

S
0

U CG722, Retired Allotment Authorization Form (if
starting new allotments).

U Copy of latest Pay Slip from Direct Access if continuir
any allotments.

U Instructs member to provide all completed forms to P
(ras) as soon as possible.

1 Ensursforms are forwarded tBPC (a9 at least 30 days
prior to departure from the unit.

NOTE: || If a married member elects not to participate in SBP or to
participate at less than the maximum level and the spous
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does not complete part VII of the CG4700, the SBP
Spousalnatification/concurrence letter (endorsed by
spouse and notarized) is required. If the whereabouts of
the spouse are unknown and the member elects not to
participate in SBP or to participate at less than maximum
level, a signed statement by the member mube attached
to the CG-4700.

WARNING:

AUTOMATIC FULL COVERAGE in the Survivor
Benefit Plan (SBP) is elected in the absence of a properly}
completed CG4700.

3 P&A Office

Follows the steps at:
https://www.dcms.uscg.mil/ppc/sep/CertificateRequiest/

request the member 6s Retire
Letter of Appreciation for
Years of ServiceSee appropriate separation letter(s) from
Section 3N of this publication.

4 P&A Office

Ensures retirement certificate is received from PPC (sep) at
15 days prior to the member
terminal leave. If certificates are not received by this date,
contacts PPC.

5 P&A Office

Contacs PSCif the Presidentialetter of Appreciation for
members retiring with more than 30 years of service has not
been received.

6 P&A Office

Instructsmember to exchange Active Duty CAC and depend:i
ID cards for new ID cards at the nearest RAPIDS faaiiggn
date of separation. The nearest RAPIDS facility can be locat
the following websitehttps://idco.dmdc.osd.mil/idco/#/

Table 3-9 Retirement Checklist
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Section G: Disability Retirements

G.1.
Introduction

G.2.References

This section explains the Disability Retirement process. Temporary ar
permanent disability retirements are approved under the physical disa
evaluationsystems. They are processed as routine separations. The
retirement date for members in this category will normally be 20 worki
days after the date of PSCb6s ac
the last month of Active Duty.

(a) Certificate of Release or Discharge from Active Duty,-BTA,
COMDTINST 1900.4 (serigs

(b) CG Separation Program Designator Handbook
(c) Military Separations, COMDTINST M1000.4 (series)
(d) Coast Guard Direct Access Knowledge Base, Separations

(e) Identification Cards for Members of the Unifioed Services, Their
Eligible Family Members, and Other Eligible Personnel, COMDTIN
M5512.1 (series)

(f) Personnel Security and Suitability Program, COMDTINGG520.12
(series)

(g) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

G.3.Process Below is the process for Temporary and Permanent Disability Retirenr
Step Who Does It What Happens
1 PSC Issues Separation Request in Direct Access directing tempo|

(epm/opm/rpm)| or permanent disability retirement.

2 Member 1 SubmitsCoast Guard, NOAA & PHS Retired Pay Accoun

Worksheet and Survivadenefit Plan ElectionGG-4700 to
PPC (ras)

1 The SPO and/or unihustassist in counseling the member
and completing th€G-470Q

1 If member is married, schedsla meeing with member and
spouse to complete tl&5-4700specific to the Survivor
Benefit Plan Election section.

9 If Section VII: SBP Spousal Concurrence is not required,
materials may be scanned anthailed toPPGDG-
RAS@uscg.mil.
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AUTOMATIC FULL COVERAGE in the Survivor
WARNING: || Benefit Plan (SBP) is elected in the absence of a properiy]
completed CG4700.

3 SPO 1 Completes and Approves the Separation Order in Direct
Access. Ordeymust be approvedo later tharthe effective
date of terminal leaveRetirementgan be approved as soo
as the Order is created and audited.

1 Completes and approves the 24, making s to include
the required data in block 18 (if applicable) relative to the
payment of Disability Severance Pay, Lump Sum
Readjustment Payment or Separation Pay, and SRB
recoupment endorsement on the reverse side of th21aD
(if applicable).

1 Ensures membéas an updated Mailing Address in Direc
Access.

The mailing address information must be entered and
NOTE: || verified in Direct Access to facilitate the end of year
mailing of the meZ2nber ds | H

4 Unit Before the member departs the udelivers thedD-214 and the
standard separation lettérogm Section 3N of this publicatioi
to the member.

5 PPC (sep) Runs Order Integration Process which finishes the Separatic
Order and calculates fin&lctive Duty paymentPPC reviews
pay account for accuraclayment is disbursed on the pay da
following the separation/retirement date.

6 Member Visits thenearest Realime Automated Personnel Identificatiq
System (RAPIDS) facilityor retired ID cardThe nearest
RAPIDS facility can be located at the following website:
https://idco.dmdc.osd.mil/idco/#/

Table 3-10 Disability Retirement Process
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Section H: Reserve Retirement Processing

H.1.

Introduction

H.2. References

H.3. Early Ret-1

Eligibility

H.4. Early Ret-1

This section explains the Reserve retirement pro€sserve retirements

are processed by PR€ep).The two retirement categories are:

1 Retirement with Pay (RET) for Reservists who complete 20 years o
satisfactory seifige and have reachedje60, or who qualify for early
retirement

1 Retirement Awaiting Pay (RER) for Reservists who have satisfied &
requirements for RET, except reaching retirement age.

(a) Reserve Policy Manual, COMDTINST M1001.28 (series)

A member of the Ready Reserve (SELRES and IRR)pelnforms

Active Duty under Title 10 (after 01/28/2008) or Title 14 (after
12/31/2011khall have their eligibility age for receipt of retired pay
reduced below 60 years of age, but not less than 50 years of age IAW
reference (a).

The following process degbes the process for requesting Early-Ret

Process
Step Who Does It What Happens
1 Member Submits a complete@G-2055Ato Command requesting Early
Ret1 calculations. Requests shall be submitted no more thal
one year but at least 100 days prior to the requested retirem
date to allow processing time.

2 Unit/Command | q  verifies that all drills Reserve points earnadd oders have

been processed in Direct Access.
1 Complete<CG-2055Aand forwards to PSERPM-1.

2 PSGRPM-1 | Forwards the documents to PPC (adv).

3 PPC (adv) | ¢ verifies eligibility based on information iDirect Access
and calculatethe date member is eligible to start drawing
retired pay.

1 Forwards completed calculations (&GRPM-1 for
approval.

4 CG-PSGRPM-1 1 Approves request.
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1 Forwards the completed request to PPC (sep) for final
processing.

1 Notifies members of their early retirement date.

5 Member

Completes and submi&G-4700to PPC (sep).

NOTE:

If member believes there is a discrepancy with the early
retirement calculations, member should workwith PPC

(adv) (with supporting documents) to update DA.

Table 3-11 Early Ret-1 Process

H.5.RET-1 Here are th@rocedursfor Retirement With PagRET-1):

Procedures

Step Who Does It

What Happens

1 PPC (sep)

Sends Al nformation Conce¥lnid
letter and Reserve component Survivor Benefit package to
member 6 months prior to reaching retirement age (usually &
60 if member has 20 years of satisfactory serviE&)e member
is in a driling status, the retirement package will be sent to th
member 6s home address one n

NOTE:

If it is determined that member is not eligible for RET-1
status upon reaching age 60, member will be separated
(age waivers to attain eligibilitymay be requested from
and granted by PSC (rpm)).

2 Member

Completes forn€CG-470Q Coast Guard, PHS & NOAA Retire(
Pay Account Worksheet and Survivor Benefit Plan Eleciuh
forwards to PPC (rag)s soon as possible

WARNING:

AUTOMATIC FULL COVERAGE in the Survivor
Benefit Plan (SBP) is elected in the absence of a properiy
completed CG4700.

3 Unit

1 Verifies that all drills Reserve points earnadd orders havg
been processed in Direct Access.

1 Provides member with Reserve Statement of Service for
VA Benefits.

Chapter 3: Accessions and
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PPC gep

1 Forwardsthe following to theamember one month prior to
retirement:

U Retirement Letter

U Final Poins Statement

U Retirement Certificates (if applicable)
1 Approves retirementrders in Direct Access.

H.6. Voluntary

Table 3-12 RET-1 Procedures

Here are thenpcedures for Retirement Awaiting Pay at retirement age

RET-2 (RET-2) followed by Retiremenwith Pay (RETF1) uponreaching
Procedures retirement ageThese steps apply only to those members who choose
2 status rather than continuing to drill.
Step Who Does It What Happens
1 PPC (sep) | Uponthe membereaching 20 yearsf service, serslii 2 0 Y
Lettero notifying memRbétieemento f
and Reserve Component Survivor Benefit Plan election forn
2 Member ! Requesttransfer to RET2 status by completing for@G-
205%A.
1 Forwards form to unit Commanding Officer.
Requests must be for a future date and no less than 100
NOTE: || days from submission date to provide sufficient processing
time.
3 Unit 1 Verifies that all drills and orders have been processed in
Direct Access.
EndorseCG-2055Aand forwards t°SGRPM-1.
Provides member withReserve Statement of Service for
VA Benefits.
4 PSC (rpml) | Approves CG-2055Aand forwardto PPC(sep.
5 PPC(se) | ¢ ForwardsReserve Retirement information package to
member.
1 Approves RET-2 transaction in Direct Access.
6 Unit/P&A Instructsmember to exchange CAC and dependent ID cards
Office new ID cards at the nearest RAPIDS facility upon date of
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separation. The nearest RAPIDS facility can be located at th
following website https://idcodmdc.osd.mil/idco/#/

Table 3-13 Voluntary RET -2 Procedures

H.7.Involuntary  Here are thenpcedures for involuntarily placing Reservist in Retirement

RET-2 Awaiting Pay at retirement age (RE]) status.
Procedures
Step Who Does It What Happens
1 PPC (sep) | Uponthe membereaching 20 yearsf service, sergii 2 0 Y

Lettero notifying memRbtiemento f
and Reserve Component Survivor Benefit Plan election forn

2 Member Member failsto reenlist upon expiration of enlistment.

3 Unit 7 NotifiesPSC(rpml) of member 6s f ai

Verifies that all drills and orders have been processed in
Direct Access.

f Endorse£G-2055Aand forwards to PSaRPM-1. In the
remarks block, reference COMDTINST M1000.2,
Chapter 1-E-8-h-2.

Endorse€ G-2055Aand forwards to PSRPM-1.

Provides member with Reserve Statement of Service for
VA Benefits.

4 PSC (rpml) | Notifies PPQ(sep of membeds failure to reenlist and authorizg
member to be placed in RETstatus.

5 PPC (sep) | q ApprovesRET-2 transaction in Direct Access.
1 Forward Reserve Retirement information package

Table 3-14 Involuntary RET -2 Procedures
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Section I: Enlisted to Cadet Status Processing

1.1 This section explains the separation processrfiisted members being
Introduction discharged to accept an appointment as a Cadet at the Coast Guard
Academy It is auniquetransactiorand requires special processing.

Members are issued two distinct set®rders with TONO/Accounting
data:

1 CG Academy orders for travel to the CG Acageinom the last PDS
1 Discharge orders for household goods movement and storage

The P&A Office shall ensure the member is properly counseled on wh
set of orders is to be used for travel and household goods.

1.2. Enlisted to Use the followingchecklist to process a separation for enlisted membe

Cadet accepting an appointment as a Cadet:
Procedures
Step Who Does It What Happens
1 CG Academy | Issues appointment letter with travel authorization including
Admissions | TONO/Accounting data
2 Member Advises Unitand P&A office of Academy acceptance and
provides P&A office a copy of appointment letter.
3 P&A Office Follows procedurgfor routine processing @DischargeThe
discharge date is one day prior to date of reporting.
4 SPO Follows procedurgfor routine processing @Discharge.
5 CG Academy | q processsrehi re transaction upo

1 Ensures member completes travel claim using CG Acadg
orders.

Table 3-15 Enlisted to Cadet Procedures
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Section J: Separation & Retirement TONO Processing

J.1.Introduction

J.2.References

J.3.Discussion

This sectiorprovides SPO procedures for processing separation and

retirement (SR) order TONOs for membgegbocating anadhot relocatingat
time of separation.

(a) Joint Travel Regulations (JTR)

(b) Military Separations, COMDTINST M1000.4 (series)

IAW reference (a), separating and retiring members are generally ent

to a government paid move from their last permanent duty station to tl
home of record or home of selection. The member must relocate in or
receive the authorized travel andisportation allowance.

To ensure accounting accura®jrect Access (DAno longer
automatically issues a TONO upon approval of thers¢pa order for all
SR orders. TONOs must be requested as outlined in the procedures t

If TONO must be added ASAP (same day separation), conta®®SG

NOTE: | Bops.C at ARL -DG-M-PSCBOPSC@uscg.mil
J.4.Members Use this procedur® requestR travel TONOs for members relocating ¢
Relocating at time of separation.
Time of
Separation
Step Who Does It What Happens
1 P&A Office Upon receipt of Career Intentions Worksh@®-2045, PCS
Departing/Separatioworkshee{CG-2000, and PCS
Entitlements Workshe€CG-2003; ensures member has firm
plans to relocate upon separati®dhey should not requeat
TONO Ajust in caseod as ther
TONO at a later time. (See next table.)
2 SPO Emails tonomanagement@uscg.miith the following

information (multiple requests in omenailare encouraged):
A. Rank and Name

B. EMPLID

C. Orders Trans ID

D. Type of orders (Separation or Renent)

E. From City, State to City, State (eMjiami, FL to Elko, NV)
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https://www.defensetravel.dod.mil/site/travelreg.cfm
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
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mailto:tonomanagement@uscg.mil?subject=Separation/Retirement%20TONO/LOA%20Request(s)&Body=Rank/Rate,%20Name,%20EMPLID,%20Orders%20TRANS%20ID,%20%20Type%20of%20Order,%20From%20_%20to%20_
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3 DCMS-831 | Within three business days, adds TONO to the orders in DA
4 SPO Once the TONO is added, 1inc
edit as appropriate on Separation and Retirement orders.
Table 3-16 Requesting TONOs for Members Relocating upon Separation
J.5.Members Use this procedure for memberstrelocating at time of separation.

Not Relocating

at Time of
Separation
Step Who Does It What Happens
1 P&A Office | Upon receipt of Career Intentions Worksh@gg-2049, PCS
Departing/Separation Workshg€tG-2000, and PCS
Entitlements Workshe€CG-2003; advises member that if
relocation is desired after receipttadvel orders, he/she must
contactPSGBOPSC directly to request a TONO.
2 SPO Insers the following statement in the order notes as line item
AMember does not plan to re
Member has been counseled on procedure for requestiew
TONO fromPSGBOPSC if their relocation plans change
withintheent i t | ement ti meline. o
3 Member If the member decides to relocate at a later date:

1 Member must ensure the request for a new TONO and
relocation dates are within the original entitlement timelin
Requests for an extension must be submitted tdl 8&2.

1 Member must request a new TONO fre@8GBOPSC by
emailingARL-DG-M-CGPSCBOPSC@uscg.milPSG
BOPSC will send the member an amendment to their org
containing the new TONO and LOA. This does not
constitute a change to their entitlement timeline.

1 IAW reference (a), member must subtravel claim
including the amendment to orders.

Table 3-17 Procedures for Members Not Relocating at Time of Separation
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Section K: Cancellation of Approved Separation Order

K.1.

Introduction

K.2. References

CAUTION:

K.3. Procedures

This section provides SPO procedures for cancelling an approved

separation order.

(a) Cancelling a Separation Order User i

(b) Enlistments, Evaluations and Advancements, COMDTINST M100(
(series)

(c) Officer Accessions, Evaluations and Promotions, COMDTINST

M1000.3 (series)

(d) Military Separations, COMDTINST M1000.4 (series)

When a situation requiresa Separation Order to be completely
cancelled, the process depends on how the order was initiated andj
the current status of the order. Use the Process chart in reference
(a) to determine which entities need to be involved with the
cancellation.

Use this procedure for cancelling a aegdion order once approved in

Direct Access.

Step Who Does It What Happens
1 PSC (epm/opm/ q  Cances separation request in Direct AcceEsnails
rpm) cancelled separation request to SPO.
1 AuthorizesretentionlAW reference (bfor enlisted member
or extend Officer expectedictive Dutytermination date
IAW reference (& NotifiesSPO of action.
2 SPO Cances separation order in Direct Access.
T Select fACancel Order and
be/haseen recorded against the TONO.
1 If an expenditure will be or has been recorded against th
TONO, select fiCancel Or de
3 SPO Entessand approveretention document in Direct Access.
4 SPO Send emailnotification to PPGsep andPSC(bopsc) using
theemailformat found inFigure3-2.
5 PPC (sep) |q Ensurstermination Job Dateow is deleted.
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1 Notifies SPO if member will require a special payment for
nonreceipt of pay.

6 SPO Verify entitlements and restart if necessary
If applicable, wtifies P&A Office of nonreceipt of pay and
requirement for special payment request.

7 P&A Office | ¢ AW this publication request special payment for nen

receipt of pay if applicable.

1 Notifies member of delay in pay.

Table 3-18 Procedures for Cancelling an Approved Separation Order

K.4. Email Use this email format for cancelled separations.
Format for

Cancelled

Separations

From: SPO

To: PPC-PF-SEP@uscg.mil; CGPSC-BOPS-C@uscg.mil

Cec: Unit POC

Subject: NOTIFICATION OF CANCELLED SEPARATION ORDER FOR (NAMEEMPLID) . USCG(R)

Reference (A): PSC{OPM/EPM) separation authorization of YY Y YMMDD (if applicable)

1. Date of cancelled separation and date cancelled in Direct Access: Member separation for YY Y YMMDD cancelled in Direct
Accesson YY Y YMMDD.

2. Reason: For Example: Member retained for 3 months pending medical board/disciplinary action or Member reenlisted for
33 years/extended for XX months.

3. Order TONO and Accounting Diata.
4. New Expected Active Duty Termination Date.

5. S5PO Point of Contact (name and phone number).

Figure 3-2 Email Format for Cancelled Separations
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Section L: SELRES Separations

L.1. Introduction

L.2. Owner of
Process

L.3. References

L.4. Procedure

This section dscribeghe procedures for separating/discharging Selecte
Reserve (SELRES).

This sectiorsupplementthe procedures within this chapter as well as
Chapter 10 (Reservictivities) for SELRES members beifRELAD from
long-term Active Duty. Ensure the applicable procedurdsoith sections
are also followed wheseparatinga member from Active Duty.

The following entities are responsible for the SELRES Separation and
Discharge process: Member; Supervisor; Reserve Force Readiness S
(RFRS), or Full Time Support staff (FTS); Servicing Personnel Office
(SPO); Unit Admin; Pay and Person@#nter (PPC); an@G Personnel
Service CenteReserve Personnel Management (RS@).

(a) Certificate of Release or Discharge from Active Duty,-BTH,
COMDTINST 1900.4 (series)

(b) Military Personnel Data Records (PDR) Syst€i®MDTINST
M1080.10 (series)

(c) Military Separations, COMDTINST M1000.4 (series)
(d) Reserve Policy Manual, COMDTINST M1001.28 (series)

(e) Identification Cards for Members of the Uniformed Services, Their
Eligible Family Members, and Other Elxe Personnel, COMDTINST
M5512.1 (series)

(f) Transition Assistance Program, COMDTINST 1900.2 (series)

(g) Personnel Security and Suitability Program, COMDTINST M5520.:
(series)

(h) Government Travel Charge Card (GTCC) Program Policies and
Procedures, COMDTINST M4600.18 (series)

Use this procedure fooutinesepratiors from the SELRES

Step Who Does It What Happens

1

P&A Ofﬁce Month|y:

1 GenerateSeparation Report from Direct Access Ur
Roster.

 Contacts SELRE&emberfor statement to determin
separation date.
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https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2017/Mar/28/2001723243/-1/-1/0/CIM_1001_28C.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/06/2001707840/-1/-1/0/CI_1900_2A.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
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M Notifies RFRS oFTSstaff of SELRESne mb e r
intentions.

1 Provides Career Intentions Workshe&&2045 to
SELRESmember.

Once Letter of Resignation for OfficergSeparation
NOTE: || Authorization has been approved, complete

procedure and checklist as indicated.

2 SELRES member| 180 days prior t@eparation,mits Career Intentions
Worksheet CG-2045 to supervisor, Branch Chief, and
CO/OICfor approval.

3 Commanding Upon Receipt of Requestparoves requestorwards CG
Officer/Officer in | 2045 to the SPO for processing.
Charge
4 SPO Upon Receipt of C&045 createsfaprovesDischarge

Orderin DA using the ger guide.

5 P&A Office Upon day of Separationpliectst he me mber §
Access Card (CAC) and dependent ID cards; retiarn
the nearest Redlime Automated Personnel Identificatiq
System (RAPIDS) for disposalhe nearest RAPIDS
facility can be loated at the following website:
https://idco.dmdc.osd.mil/idco/#/

If SELRES membershave remainingMilitary
NOTE: || service Obligation (MSO), verify with ID Card

Manual, reference (¢ for proper issuance.

6 PSC Following Separation,\v&dence of case review for
separationgsee Separation Documents Checklist,
Enclosure (3) to PDR ManuaiyherePSC (rpm)is the
discharge authorityshall be retained locally &SCfor a
minimum of three years.

Table 3-19 Routine Separation for SELRES

L.5. Checklist for Here is a checklist ofdglitional itemdor voluntary SELRES Separations
Voluntary

SELRES

Separation
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Step Action Reference Date/
Initials
1 Completegre-discharge interview six months prior t¢ Ref (c)
separation date.
Transition Assistance Program counseling (TAPS). Ref ()
This is only required for RELAD from long-term
orders.
Verifies Reservistoes not have obligad service
remaining(RunObligated Service Report
2 Command ompletes Career Intentions Workshe€&G-
2045 at least 180 days prior to separation date
forwards to SPO
3 Notifies the PSERPM-2 assignment officer
i mmedi ately of member ds
separation.
4 SPO createBischarge Ordefrom CG-2045in DA PPC (p&ad)
using the user guide for end of enlistments. DA i User
Guides
5 Completes followup interview 3 months prior to Ref (c)
separation date if member indicates discharge.
6 Conductginal Security Termination Briefing 30 days Ref (g)
prior to separation.
7 SPOApproves Separation Order DA using the user PPC (p&d)
guide. DA 1T User
Guides
8 P&A verifies that all drills and orders have been
processed in Direct Access.
9 P&A provides members with the following:
1 Copy of Thrift Savings Plan (TSP) Withdrawal
Package TSP.gov
(https://iwww.tsp.gov/PDF/formspubs/tspbk02 yd
if they have a TSP account
1 Reserve Statement of Service for VA Benefits
Approved Separatio@rder
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Command/Obligated%20Service%20Report.pdf?ver=2018-04-25-151729-150
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Discharge%20-%20End%20of%20Enlistment.pdf
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Approving%20Separation%20Orders.pdf
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.tsp.gov/PDF/formspubs/tspbk02.pdf
https://www.tsp.gov/index.html
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10

Ensures Government Travel Charge Card is turned
coordinator for cancellation.

Ref (h)

11

Completes appropriate Discharge Certificate and $sg
appropriate Administrative Remarks €3307 SER16
Discharge from USCGR inactive duty without
immediate reenlistmentDownload the certificates
from https://cglink.uscg.mil/DischargeCertificates
Contact PPC, via email ppbcpf-pd@uscg.mito
requesthe password to the discharge certificates zig
file.

Ref (c)

12

Issues Honorable Dischargeitton (if applicable).

Ref (c)

13

Completes appropriate separation letter(s) fBeution
3-N of this publication.

14

SPO reviews and distributes SPO PDR. SPO notifie
Health Record Custodian to forward MED PDR as
appropriate.

Ref (b)

15

Collectsme mber 6s Common AccE€
dependent ID cards; retiwto the nearest Redlime
Automated Personnel Identification System (RAPIDS
for disposal.

Ref(e)

16

Collects all government property issued to SELRES
memberincluding any building keys, gear, portable
computer, CAC accesdpdates safe combinations

L.6. Checklist for

Table 3-20 Checklist for Voluntary SELRES Separation

Here is a checklist aidditional itemdor involuntary SELRES

Involuntary Separations:
SELRES
Separation
Step Action Reference Date/
Initials
1 PSCGRPM-1:

1 Approves separation and generateparation
request in Direct Access.

1 Emailsapproved separation requesutat.

If member has leave balantke Unit ontacs PPC
(sep if separationsunderany t hi ng fAot
honorabled conditions.
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3

P&A Office verifies that all drills and orders have be
processed in Direct Access.

SPO completes/approv8gparation Orden DA using
user guide and forwards to unit for distribution to the
member.

PPC (p&d)
DA1 User
Guides

P&A Office provides members with the following:

1 Copy of Thrift Savings Plan (TSP) Withdrawal
Package
(https://www.tsp.gov/PDF/formspubs/tspbk02 yod
if they have a TSP account

1 Reserve Statement of Service for VA Benefits
1 Approved Separatio@rders

Provides Medical with a copy of approved separatio
orders.

TSP.gov

Conducts Final Security Termination Briefing 30 day
prior to separation (if possible).

Ref (9)

Ensures Government Trav@harge Card is turned in t
coordinator for cancellation.

Ref (h)

Completes appropriate Discharge Certificate and $sg
appropriate Administrative Remarks €307 SER16
Discharge from USCGhhactive duty without
immediate reenlistmentDownload the certificates
from https://cglink.uscg.mil/DischargeCertificates
Contact PPC, via email pbc-pf-pd@uscg.mito
requesthe password to the discharge certificates zig
file.

Ref (c)

Issues Honorable Discharge Button (if applicable).

Ref (c)

10

Completes appropriate separation letter(s) fBaution
3-N of this publication.

11

SPO reviewsnd distributes SPO PDR. SPO notifies
Health Record Custodian to forward MED PDR as
appropriate.

Ref (b)

12

Coll ects member és Commo
dependent ID cards; retwsto the nearest Redliime
Automated Personnel Identification System {RBS)

for disposal.

Ref ()

Chapter 3: Accessions and

3-38

Separations



https://www.dcms.uscg.mil/ppc/pd/da/#ICG_ETH_299
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.tsp.gov/PDF/formspubs/tspbk02.pdf
https://www.tsp.gov/index.html
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13

Collects all government property issued to SELRES
memberincluding any building keys, gear, portable
computer, CAC accesdpdates safe combinations

Table 3-21 Checklist for Involuntary SELRES Separation
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Section M: Discharge of SELRES for Non-Participation

M.1.
Introduction

M.2. Owner of
Process

M.3. References

M.4. Procedure

This sectiordescribes therocess to begidischarge proceedings for
SELRESmembersn a nonparticipation status.

Non-participation requires the unit to take an active role by working an
communicating with the immediate supervisor and SPO. The followinc
entities are responsible for this process: Member; SuperiReserve
Force Readiness System (RFRS), Full Time Sudpdi®) staff; Servicing
Personnel Office (SPO); Permanent Unit; Pay Rexsonnel Center (PPC
and PSCrpm).

(a) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

(b) Military Separations, COMDTINST M1000.4 (series)
(c) Reserve Policy Manual, COMDTINST M1001.28 (series)

(d) Identification Cards foMembers of the Uniformed Services, Their
Eligible Family Members, and Other Eligible Personnel, COMDTIN
M5512.1 (series)

(e) Personnel Security and Suitabilityogram, COMDTINST M5520.12
(series)

(f) Government Travel Charge Card (GTCC) Program Policies and
Procedures, COMDTINST M4600.18 (series)

This is the procedureequired to begin discharge proceedings for-non
participation of a SELRES member.

Step Who Does It What Happens

1 Supervisor | Unexcused absence(s) (first offense)

1 Contacs SELRESmemberto discuss reason for missing
drill(s).

1 Reviews Direct Access for drilling status and evaluatiof
to prevent continued neperformance.

1 If SELRESmember isunavailable, sergtorrespondence
to last current address with prepared Administrative
Remarks Form@G-3307, with entryRPM-01 Counseled
for failure to report for scheduled IDTor SELRES
memberto sign acknowledgment of missed drill(s)

Chapter 3: Accessions and
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1 Sendthe Administrative Remarks Forr@G 3307 by
certified mail with return receipt and selfidressed
stamped envelope.

IAW reference(c), excused drills include:
1 lliness or injury of the Bservist

1 Serious or unusual hardship due to unforeseen
emergency

1 Accident or illness of a family member requiring
presence or other action by thedervist

I Death or imminent death ofmember of the
immediate family

1 At command discretion

If a Reservist is absent from a scheduled drill for any
other reasonthan listed above, the absence must be
recorded as unexcused in Direct Access and shall not I§¢
rescheduled (e.qg., if authorized 48 paid drills in a fiscal
WARNING: || year and is reported as having an unexcused for a
multiple IDT drill, then the number of authorized paid
drills for the year is reduced to 46). Commands may
grant an excused absence
prompt notification and submission of adequate
justification.

SELRES Immediately:

member ) ) ) _
91 Contacs supervisor or unit Senior Enlisted Reserve

Advisor (SERA) or the Command Chief to resolve hon
participation issue attor discuss options to change
Reserve component

1 Supervisor will counsel SELRE&emberand proceed
with discharge, or transfer to IRR as appropriate.

Supervisor/ | After three unexcused absences

SERA L
1 Send Non-participation Mem@ember

Acknowledgmen(Figure 33 and Figure 3) to current
home address via certified mail with retueteipt and
selfaddressed stamped envelope
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1 ContactdJnit/SPO to document procedure on foG-
3307for record purposes.

1 Notateson disclosure log in PDR.

4 Sugervisor/ After five unexcusedl@sences:
ERA
1 Contact SELRESmemberto corret absenteeism

1 ReviewsDirect Access for drilling status and evaluatior,
to identify methods to prevent continued non
performance

1 If SELRESmemberis unavailable, sersdNon
participation Mem@VemberAcknowledgemen(Figure
3-3 andFigure 34) to current home address via certifie
mail with return receipt and sedfddressed stamped
envelope

1 ContactdJnit/SPO to document procedure on foOG-
3307for record purposes.

Notates on disclosure log in PDR.

IAW ref (b), the Commanding Officer is authorized to
recommend discharge at any time during probationary
period if member is not making an effort to overcome t

deficiency.
5 Commanding After nine unexcused absences:
Officer 1 Send Discharge Memoranduidember

AcknowledgemenfFigure 35 and Figure &) by
certified mail to member with stamped, satfidressed
envelope and return receipt.

1 ContactdJnit/SPOto document procedure with Admin
Remarks Forn€G-3307for record purposes, and
complets disclosure log in PDR.

1 If member fails to respond, document and file in PDR,;
continue process for discharge.

6 Unit/ Within 30 days of second notification:
Commanding | ¢ prepares Discharge Memorandufig(re 37 or Figure
Officer 3-8) request for Honorable/Dishonorable Discharge to
PSC(rpm). Discharge package will include the followin|
documentation:

1 Notice of Intento Recommend Discharge.
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Recommend Discharge.

number of record.

related to failed response.

(XX) ADT days completed.

1 Member Acknowledgement of Command Intent to

Copies of Return Receipt Request.

Direct Access screen print indicating address and pho

1 Non-Participation Notice mailed to member (with failed
delivery notation from USPS).

1 Statement of (Rate/Grade Name of member who
attempted to contact) SELRES$mbemwith details

9 Direct Access screen print indicating (XX) IDT drills an

Table 3-22 Procedure for Discharge for SELRES NorParticipation

M.5. Checklist This checkilist is provided to assist the Unit/SiR@ompletingall tasks
for SELRES required to discharge SELRESmemberThisjob aid is designed to be
Non- reproduced locally.
Participation
Discharge
Step Action Reference Date/
Initials
1 Counset member after one @xcused IDT drill. Ref (c)
Prepare Administrative RemarksdG-3307with
RPM-01 Counseled for failure to report for schedule
IDT entry) documenting counseling session.
2 After three unexcused IDT drillprepare
Administrative RemarksGG-3307with RPM-01
Counseled for failure to report for scheduled I&xry)
documenting the number of missed drills and
counseling session.
3 After five unexcused IDT drillgprepare Memorandum
indicating membeis recommended for discharge.
Send Memorandum certified witheturn receipt.
4 After the ninth unexcused IDT drill, prepare Ref (c)
Memorandum indicating membarust beprocessedor
dischargeSend Memorandum certified with return
receipt.
5 Within 30 days of second notification, prepare
discharge recommendation Merandumto
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PSCRPM-1.
6 Terminates Clearance with Security Manager. Ref (e)
7 Verifies SELRESmemberdoes not have service
obligation remaining (Ru@bligated Service RepJrt
8 SPO verifies with PPC gfossible bonus recoupment; PPC (mas)
9 Ensures Government Travel Charge Card accosnt i Ref (f)
terminated by the unit GTCC coordinator.
10 SPO completes Direct Access transactions-d1B, PPC (p&d)
Dischargeor Retirement DA 1 User
Guides
11 Reviews SPO/MED PDRs. Ref (b)
12 SPO reviews and distributes SPO PDR per PDR Ref (a)
Manual. SPO notifies Health Record Custodian to
forward MED PDR as appropriate.
13 |Collecsme mber 6s Common AccEe Ref (d)
dependent ID cards; retwwto the nearest Redliime
Automated Personnel Identificati System (RAPIDS)
for disposal.
14 Collects all government property issued to SELRES
member including: any building keys, gear, and
miscellaneous items&lpdates safe combinations

Chapter 3: Accessions and
Separations

Table 3-23 Checklist for SELRES Non-Participation Discharge
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MEMORANDUM
From: | <Initials & Surname of CO:- Reply to | Rate/Grade Name of POC
Commanding Officer Attn of: | POC Phone number

To: <Rate/Grade MemberName=
Subi: NOTICE OF FAILURE TO PARTICIPATE

Ref: {(a) Military Separations, COMDTINST M1000.4 (series)
(b) Reserve Policy Manual, COMDTINST M1001.28 (series)

1. You are hereby notified that you have failed to meet the minimum participation standards as
outlined in Chapter 4-A of reference (b). Your deficient participation includes, but is not limited
to failure to:

Edit this list as needed.

o perform more than <enter 43 (54 for deployable units)> IDT drills per year.

o perform 12 or more days of ADT drills per year.

o respond to Annual Screening Questionnaires between AUG and NOV at a minimum.

2. Records indicate you have completed your Military Service Obligation. Not participating
while in a SELRES status is not an option. You should begin drilling or take action to be
removed from the SELRES status, or your participation deficiency could result in corrective
measures, which could include:

» An Honorable, General, or Bad Conduct Discharge.

» Arrest by civil authorities for failure to respond to orders, DD 553 Wanted by Armed
Forces.

e Recoupment of any bonus funds you may have received.

3. Our goal is to provide opportunities to correct these deficiencies. Assistance includes
providing other participation opportunities to assist yvou in meeting SELRES participation
standards.

4. Please contact <rate/grade/mame of command POC at POC phone number> to discuss
this matter. In addition to calling, you must return the enclosed form stating your particpation

intentions. Please return the attached form no later than <date>. Failure to respond to this order
will result in a participation failure and may be construed as your acknowledgement to be subject
to disciplinary action.

#

Encl: (1) Member Acknowledgement of Failure to Participate Notice

Figure 3-3 Sample Memo 1i Notice of Failure to Participate
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MEMORANDUM

From: | <Rate name of member with unsat participation= | Reply to
Attn of:
To: Comimanding Officer, <CYour unit name=
Subj: MEMBER ACKNOWLEDGEMENT OF FAILURE TO PARTICIPATE NOTICE

| Ref

{a) <Your unit name> memo 1001 dtd date command signed failure to participate memo

1. Acknowledgement: (initial each):

I understand that I have failed to meet the required minimum participation standards as

(initials) outlined in the Reserve Policy Mamual, COMDTINST M1001.28, ghap 4.A.

I understand that various disciplinary actions may be pursued and the possible

(initials) implications of such actions.

2. Member career desires: (initial only one):

I would like to continue in a SELRES status. I agree to meet the minimum
(initials) participation standards as outlined in the Reserve Policy Manual,
COMDTINST M1001.28, ghap 4.A. situation.

I do not wish to participate. Please contact me to discuss my options.
(initials) (Provide address and phone numbers below)

3. Member signature: (provide home address and phone number):

(Signature af member) {Date)

{Street)

{City, State, Zip Code)

{Area code and Phane Number)

Chapter 3: Accessions and
Separations

Figure 3-4 Attachment to Memo 17 Member Acknowledgement of Failure to Participate Notice
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MEMORANDUM

From: | <Imtials & Surname of CO= Reply to | <Rate/Grade Name of
Commanding Officer Aitn of:  POC POC Phone number>=

To: <Rate/Grade Member Name>
Subj: NOTICE OF INTENT TO RECOMMEND DISCHARGE

Ref:  (a) Reserve Policy Manual, COMDTINST M1001.28 (series)
(b) Military Separations, COMDTINST M1000.4 (series)

1. You are being notified that to discharge you from the U.S. Coast Guard Reserve has been
initiated pursuant to the provisions of references (a) and (b). In your response to our efforts to
correct your participation deficiencies, you made it clear that you had no intention of
participation in the Coast Guard Reserve. Enclosure (1) is your statement to this effect.

2. Sinee you have fulfilled your service obligations, I will recommend to Coast Guard
Personnel Service Center (PSC) that your discharge be characterized as Honorable as defined by
reference (b), reason: Convenience of the Government in accordance with reference (b).

3. However, due to your failure to participate as required while in an Active Status, I will
recommend an RE-3 re-enlistment code as describe by reference (b). An RE-3 re-enlistment
code will hinder re-entry to the Coast Guard or any other military service.

4. Tt is within your rights to rebut this decision, by submitting a statement on your behalf to be
included with my recommendation.

5. You have the right to present your case and appear in person before an administrative
discharge board, if you so desire. Please contact <Your Command POC & phone number> if
you wish to explore this option.

6. You must complete enclosure (2) to communicate your desire to PSC. Return the completed
and signed memo to <Your Command POC> no later than <date>. If you do not return the
memo by <date™, the discharge recommendation will proceed without your input. Failure to
return the memo in a timely manner might also be construed as your consent to discharge.

#

Encl: (1) Rate/Grade MemberName Memo dtd date (Acknowledgement of Failure to
Participate)
(2) Acknowledgement of Command recommendation to Discharge

Figure 3-5 Sample Memo 2- Notice of Intent to Recommend Discharge
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MEMORANDUM
From: | Rate name of member to be discharged Reply to
Attn of:
To: Commanding Officer, Your unit name
Subi: MEMBER ACKNOWLEDGEMENT OF COMMAND INTENT TO RECOMMEND
DISCHARGE
| Ref: {(a) Your unit name memo 1001 dtd date command signed notification memo

1. Acknowledgement of counseling (initial each):

I understand why my command is recommending discharge as detailed in ref (a).

(initials)

2. Member statement: (initial only one):

I waive my right to make a statement on my behalf.
(initials)

I have attached a statement on my behalf.

(initials)

3. Member desire: (initial only one):

I do not object to being discharged from the United States Coast Guard

(initials) Reserve.
Or
I object to being discharged from the United States Coast Guard Reserve
(initials)
(signature. of member) (date)

Figure 3-6 Attachment to Memo 27 Mbr Acknowledgement of Command Intent to Recommend Discirge

Chapter 3: Accessions and
Separations
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MEMORANDUM
From: | <Initials & Surname of CO> Reply to | <Rate/Grade Name of
Commanding Officer Attn of: | POC POC Phone number=

To: CG PSC-rpm

Subj: RECOMMENDATION FOR DISCHARGE FOR <Rate/Grade Member Name>
USCGR, <EMPLID>

Ref:  (a) Reserve Policy Manual, COMDTINST M1001.28 (series)
(b) Military Separations, COMDTINST M1000.4 (series)

1. Irecommend <Rate/Grade Member Name=> be discharged from the United States Coast
Guard Reserve for failure to meet the minimum participation standards as outlined in Chapter 4-
A of reference (a). <Rate/Grade Member Name> has overtly stated <he or she> has no intent to
participate in Reserve activities. After corresponding with the member, it was determined that
interventions would not return the member to a satisfactory participation status.

2. Given the member has completed <his or her> military service obligation and overall service
is satisfactory, an Honorable discharge is recommended as defined by reference (b), reason for
Convenience of the Government defined by reference (b). An RE-3 re-enlistment code is
recommended given the member’s stated ambivalence toward meeting the terms of their current
enlistment contract|

3. Irecommend against forgiving any Coast Guard debts the member may have.

4. Enclosure (2) is my memo informing the member of my intent to recommend this discharge.
Enclosure (3) is the member’s acknowledgement of my intent. The member <is (or is not)~
opposed to this action, and the member <chose (did not choose)=to make a statement on <his or
her> behalf. <Enclosure (4) is the member's statement.>

#

Encl: (1) Member Acknowledgement of Failure to Participate
(2) Command Notice of Intent to Recommend Discharge
(3) Member Acknowledgement of Command Intent to Recommend Discharge
(4) Statement of Rate/Grade MemberName dtd date of statement

Figure 3-7 Sample Memo 3- Recommendation for Discharge No MSO Remaining
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MEMORANDUM

From: | <Imitials & Surname of CO= Reply to | <Rate/Grade Name of
Commanding Officer Attn of: | POC POC Phone number>

To: CG PSC-arpm

Subj: RECOMMENDATION FOR DISCHARGE FOR <Rate/Grade Member Name>
USCGR, <EMPLID>

Ref:  (a) Reserve Policy Manual, COMDTINST M1001.28 (series)
(b) Military Separations, COMDTINST M1000.4 (series)

1. Irecommend <Rate/Grade Member Name™ be discharged from the United States Coast
Guard Reserve for failure to meet the minimum participation standards as outlined in Chapter 4-
A of reference (a). <Rate/Grade Member Name= has overtly stated <he/she> has no intent to
participate in Reserve activities. After corresponding with the member, 1t was determined
<he/she> would not return to a satisfactory participation status.

2. <Rate/Grade MemberName> demonstrated a repeated pattern of failure to meet participation
requirements. These failures occurred despite assistance and counseling provided to help the
member overcome deficiencies. The administrative remarks i Enclosure (1) detail the member’s
non-participation. A summary follows:

a. Failure to notify the Coast Guard of changes in address and phone number
b. Failure to perform IDT and ADT drills. Enclosures (1) through (4) document this

unsatisfactory participation.

3. Attempts to contact the member to correct these deficiencies have been unsuccesstful, as a
result, this discharge package is submitted without member involvement.

4. In this case the member has not completed <his or her> military service obligation. An
Honorable discharge is not warranted, and I recommend a General Discharge under Honorable
Conditions as defined by reference (b). An RE-4 re-enlistment code is recommended to prevent
re-entry into military service,|

5. Ialso recommend against forgiving any Coast Guard debts the member may have.

®
Engl: (1) Administrative Remarks (CG-3307)
(2) Notice of Intent to Recommend Discharge
(3) Member Acknowledgement of Command Intent to Recommend Discharge
(4) Direct Access screen print indicating address and phone number of record
(5) Non-Participation Notice mailed to member (with failed delivery notation from USPS)
(6) Statement of Rate/Grade Name of your crew who tried to call Detailing Failed Phone
Contact
(7) Direct Access screen print indicating <330 IDT drills and <XX> ADT drills

Figure 3-8 Sample Memo 4 Recommendation for Discharge MSO Not Completed

Chapter 3: Accessions and

Separations 3-50



PPCINST M1000.2B
Personnel and Pay Procedures TTP

Section N: Standard Separation Letters

N.1. This section contains standard separation let@drsk herefor the
Introduction Microsoft Word version.

MEMORANDUM

From: M. R. Roberts CAPT
CG GP Somewhere

To: John P. Jones GMC
Thru: B.M. Chuef
CG STA Anvwhere

Subj:  FINAL PAY UPON SEPARATION

1. The final payment provided to vou upon vour separation from active duty represents 100 percent of yvour final pav
for the last pay period of active duty. This payment reflects pay due to you based on vour Servicing Personnel
Office’s (SPO) transactions processed through Direct Access and a final pay review completed at the Coast Guard
Pay and Personnel Center (PPC). There are manv factors that affect final pay to include timeliness of transactions
approved by your SPO, debt amounts owed due to overpayment of pay and/or allowances and disposition of leave.

2. Your final Payslip will show all transactions processed in Direct Access for the final pav period in which vou
separated from service, however, if your separation transaction was processed late, your Payslip may not indicate the
correct amount of final pay due.

3. Any amounts owed to the government will be deducted from vour final pav at 100%. If the debt amount exceeds
net pay due, PPC will initiate action to collect any remaining monies due.

For members retired with pay, PPC will begin collection of the remaining amount owed from retired pay. You will
be notified of this collection action via letter from PPC-RAS.

For separated members, PPC will send collection action to the Coast Guard Finance Center. You will receive an Out
of Service Debt letter from PPC-SEP with a summary detailing the overpayment and instructions on how to repay the
remaining amount owed.

4. Your final Payslip will be available through Direct Access Self Service for a period of 18 months following your
separation from service.

5. Your IRS form W-2 for the calendar vear in which you separated will be made available to vou through Direct
Access Self Service no later than 31 January of the year following separation. Your IRS Form W-2 will be mailed to
vour final mailing address that vou entered in Direct Access unless you gave consent to receive documents
glectronically. Electronic forms availability in Direct Access 1s HIGHLY encouraged because it reduces the
potential of fraud and inadvertent spillage of Personally Identifiable Information (PII) due to possible loss of paper
documents in the ground mail system.

6. Please contact PPC’s Customer Care Branch via email at ppc-dg-customercare@uscg mil or via phone at (866)
772-8724 with questions concerning your final pay, final travel claim settlement, or tax forms.

L
#

Figure 3-9 Sample Memo5 - Final Pay for All Separations
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1900
15 May 2019

MEMORANDUM

From: M. E. Roberts CAPT
CG GP Somewhere

To: John P. Jones, GMC
Subj:  SURVIVOR BENEFIT PLAN

1. As a concerned commanding officer, | am writing this letter to ensure that you are fully aware of the Survivor
Benefit Plan (SBP).

2. As you near retirement, it is important that you fully understand SBP. |

*  Ifyvou do not make an election, you will be automatically enrolled at maximum level.

*  You may elect coverage at less than maximum or not to participate at all.

*  You will have a one-year period, beginning two years after the commencement of retired pay, to voluntarily
termunate SBP coverage. You will be notified when vou reach vour second anniversary of retired pay, and
if vou wish to terminate SBP you should contact PPC (rag) for the disenrollment form. Once participation
1s discontinued under these provisions, no benefits may be paid m conjunction with vour previous
participation. No refund of any premiums properly collected shall be made and you may not resume
participation in SBP for any category or beneficiary.

*  The decision not to participate at retirement in SBP is irrevocable.

3. If yvou do not elect coverage at the maximum level, your spouse must concur with your election.

*  You are required to advise vour spouse of your election.

*  Your spouse may indicate concurrence with vour SBP election by signing part VII of the Retired Pay
Account Worksheet and Survivor benefit Election (CG-4700) in the presence of a notarv public.

¢  If vour spouse does not concur with yvour decision or 1s not available for signature, I am required by Public
Law 99-145 to advise yvour spouse of their options. Your spouse can concur with yvour election of less than
maximum. However, if your spouse does not concur or should not respond to my letter prior to your
retirement, you will be enrolled at the maximum level of participation.

4. Your election is to be made on CG-4700 (https//www dems uscg mil‘ppe/pd/forms/) and should be completed
approximately 60 days prior to yvour retirement or date of departure on termunal leave. Failure to return a completed
election will result in you being enrolled in the SBP at maximum level of participation, regardless of vour wishes.

5. If you have any questions concermng the Survivor Benefit Plan, (enter name of local work-life Career Information
Specialist or unit contact and phone number), or the staff at Coast Guard Pay & Personnel Center, Retiree and
Annuitant Services (RAS) at 1-800-PPCUSCG (800-772-8724) or (785-339-3413) are available to assist vou and
VOUur spouse.

i
7

Figure 3-10 Sample Memo 6- Survivor Benefit Plan Election Requirements
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CERTIFIED MAITL - RETURN RECEIPT REQUESTED

(M Mrs) Date:

Deear (Mr.Durs)

I am writing to tell you about the Survivor Benefit Plan (SBP) and a decizsion your spouse has made about
participation m the SBP. It iz important that you understand this, so please read it carefully.

In the event of your spouse’s death, their Coast Guard retired pay automatically stops. Under SBP, vour spouse can
provide an anmity of up to 33 percent of their retired pay to you and /or your children. In order for you to receive
the SBP anmuty, your spouse must designate a “base amount”™ of 330000 up to the full amount of therr monthly-
retired pay. Your annuity would be 55 percent. The premium costs to participate in SBP are a small percentage of
the desiznated base amount, and would be deducted from your spouse’s monthly-ratired pay.

Under this plan, your spouse must choose one of the following options before retirernent:

a. To cover both you and your children at the maximum level possible (full retired pay). This means you
{or your children) would receive 35 percent of your spouse’s retired pay after their death.

b. To cover only vow, or only your children, at the maximum level possible.

¢. To cover vou or your children or both, at less than the maximum level. Thiz means vou (or your
children} would only receive an annuity of 35 percent of this reduced “base amount.™

d. Mot to participate in SBP at all, which means you (and your children) would receive no anmnty i the
event of your spouse’s death.

Your spouse has elected option (b, ¢, or d). They have elected to choose the appropriate option below that
corresponds to the member’s election in blocks § and 9 of CG-4T00.

{cover only your children at the maximum baze amount and not cover vou).
or {cover you and your children but cnly at a reduced baze amount of 33300300
or (cover only you at a reduced base amount of $300030().
or (cover only your children =t a reduced basze emount of 33000 300).
or {not participate in SBP at all).
Under Public Law $8-143, your written consent is required before the above election made by yowr spouse can be
effective. It is important that you understand the decision not to participate in SBP at retirement is imevocable,

meaning it cannot be chanzed. The only exception to this may oceur if there is an open season for election into the
SBP.

Continued on next page

Figure 3-11 SampleLetter - SpousalNotification/Concurrence Letter pg. 1
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After election into the Plan at any level, there is one opportunity to disenroll. This ocours two years after the
comnencement of retired pay, when your spouse will have a one year opportunity to voluntarily terminate SBP
coverage. As HizHer spouse, you must alzo concur with that election if made. The decision to terminate SEP
coverage during thiz ene-year peried is also irevocable, and once participation iz dizcontinued, no benefits may be
paid in conjunction with previous participation, no refimds of any premiums properly collected shall be made and
(he/she) may not resume participation m SBP for any category of beneficiary. Your chotees at this time are a=
follows:

a Concur with your spouse’s election; or

k. Not concur with your spouse’s election, in which case your spouse will be enrolled in SEP at the
maximum level (based on full retired pay); or

c. Not respond to this letter, in which case, vour spouse will be enrolled in the SBP at the maxinmom
level (based on full retired pay).

Your signature, which must be notarized if you concur with your spouse’s election, is required on the endorsement
below. Betum this letter and vour endorsement to this Command. If your response to this letter 1s not recetved by
(30 days prior to date of member’s retirerent), we will assume that you have chosen not to respond to this letter.

If you or your spouse have any questions about SBF, please write or call me at . Twill be
pleased to discuss this issue with you firther and help you arange the SBP coverage you both desire.

Sincerely,

Commandmg Officer’s Signature
RETUEN ENDORSEMENT
I.[Enter spouse’s full name], [Enter "wife" or "hmsband"] of [Enter Fetiree’s Name, rank/rate and S5N] have been advized

that my [Enter "husband” or "wafe" has made the following election under the Survivor Benefit Plan: [enter retiree’s
election--nmust be 1dentical fo the fourth paragraph of the above letter].

11 do not consent to my spouse’s election (Sign below and return this letter)
Spouse Signature: Date

ﬁ I hereby concur with the Survivor Benefit Plan election made by my spouse. [ have received information that explains
the options availakle and the effects of those options. [ have signed this statement of my own free will.
(5ign below in the presence of & notary public and retumn thas letter)

Spouse Signature: Diate
Subscribed and Swom to before me in County State

On Month Day .20 NOTARY SEAL HERE
My Commission expires the day 20

Notary Public (Signature)

Figure 3-12 SampleLetter - Spousal Notification/Concurrence Letter pg. 2
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1500

X ook 20

MEMORANDUM

From: ML E_ Eoberts CAPT
CG GP Somewhere

Tor: John P. Jones GMC
Thru:  B. M. Chief
CG 5TA Amywhere

Subj:  INFORMATION REGARDING ACTIVE DUTY SEPARATION STATUS

1. ¥ou have been given DD Form 214, Certificate of Beleaze or Discharge from Active duty. We reconmmend that
vou store it in & safe place, as you will imdoubtedly have need for it 2t some future date. The purpose of the DD
Form 214 1s to provide separated perzonnel with a concize record of data pertanung to active service within the
Armed Forces for the purpose of obtaining civilian employment commensurate with service qualifications and
experience. The DD Form 214 is also necessary for obtaining such benefits as may accrue wnder various federal and
state lagislatures as the result of active service in the Armed Forces. In the event the criginal of the DD Form 214
contain: an emoneous enfry, you may obtain a correction by addressing a request to Commender (PSC-mr),
Persomnel Service Center, US Coast Guard Stop 7200, 2703 MARTIN LUTHEE KING JE AVE SE
WASHINGTON DC 20383-7200. If your DD Form 214 iz lost, or you require a copy of vour medical records, vou
may obtain & copy of them at the above address within the first six months of vour separation. Cnee you have been
separated for more than six months, you may obtain a copy of your DD Form 214 by addressing a request to
Mational Persomnel Fecord Center, Military Records-CG, 9700 Page Blvd, 5t Louwis, MO 63132-3100. The
Department of Veterans Affairs will maintain your medical record, and you may obtain a copy by writing to the VA
BEecords Management Center, PO Box 3020, 5t Lows, MO 63113, Any such request 2: noted above must mclude
vour full name, rank social security number, date of separation. and reason for request.

2. Upon separation from the U5, Coast Guard, all perzons are required to swrender all identification cards that may
be in their possession, mecluding your Armed forces Identification amd Privilege Cards for vourself and all
dependents.

3. The “Ex-servicemen’s Unemployment Compensation Act of 19337 (Public Law 33-343) authorized
unemployment msurance protection of ex-servicemen of all ranks who began their active service i the Armed
Forces after 31 Jamuary 1933, The Department of Labor has prepared an informative pamphlet concerning the
provizions of the Act. The pamphlet 1s available through nommal source of supply.

4. Enclosed are travel vouchers for you and dependents (if applicable). Failure to submit theze claims will result in
vou not receiving the per diem portion of vour travel entitlemnents. When submitting these claims you are required to
submit a copy of the original DD Form 214, You are required to complete the travel elaims and submit them in the
zelf-addresszed emvelope to: Commanding Officer (TVL), Coast Guard Pay & Personnel Center, 444 SE Quincy
Street, Topeka, K5 66633-3391.

3. If you have Servicemember's Group Life Insurance (SGLI} in force, you may convert to Veteran's Group Life
Insurance (VGLI) for a 5-year period commencing with the post-service SGLI coverage, which is the 121st day after
separation.  Applications, payments and ingures concerming 3GLI and VGLI should be sent tor Office of
Servicemember’s Group Life Insurance, 212 Washington Street, Newark, NJ 07102, Any Veterans Admimstration
Office can supply mformation and forms.

Continued on next page

Figure 3-13 Sample Memo7 - Information Regarding Active Duty Separation Status pg. 1

Chapter 3: Accessions and

3-55 Separations




PPCINST M1000.2B
Personnel and Pay Procedures TTP

Subj:  INFORMATION REGARDING ACTIVE DUTY SEPARATION STATUS 1500
o 20

§. If you have contributed to the Thrft Savings Plan (TSP) during your career, you need to make 2 withdrawal
option once you separzte from the Coast Guard. You will need to complete Form TSP-U-T0, Withdrawal Eequest,
to specify the TSP withdrawal option you want. Mazil the form to the TSP Service Office on the form. After vour
separation, the MNational Finance Center will be your primary contact for information about your account and
withdrawal procedures.

Encll (1) Travel Vouchers

Figure 3-14 Sample Memo7 - Information Regarding Active Duty Separation Status pg. 2
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Figure 3-15 Sample Memo8 - Release from Active Duty and Transfer to the IRR pg. 1
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